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APPLICATION FOR RECORDS RETENTION SCHEDULE
¢

| OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY

lNSTRUCT IONS See Publ-aaﬂon No 76—RM— for instructions on oompletmg thas form Forward s:gnod ongmal to’
Department of Archives and History, Records Management Division, 330 Capitol Avenug, Atlanta, Georgia, 30334,
Attention: Scheduling Sect:on e
_FOR AGENCY USE_ | 1. Agency Address ' - FO“ RECORDS MANAGEMED‘_T_QSE .
Application Date . Comptroller General - Application Number
' Insurance Department 3Q—-H .
Application Number Ii‘sg;—'nts License Division [Dato Received ~ Date Completed
L 32 State Capltol NOV 1 ¢ 1981 | DEC 16 1981
B R = el =S T e T e e R s I R e R i e g
2. Person to Contact Workmg Title Teiephone Number
Walt Krygier ... .. Mhssistant Deputy = 656~ ~2100
TAcﬂon neqd;‘;}'éa” e s P - - e
a. (O Estaoiisnh Retention Schadulef#ecord will continue to accumulate.
b. [J Dispose of present accumulation: no further accumulation anticipated.
| ¢ X Amend ApplicationNo. .39 .. Check One: [ Change; (I Superceds; O Void _ o
4. Dates of Series 8. Records Series Title (followed by title ussd in office; if diffsrent)
Earliest . Latest ' ] '
Estimate: Insurance Agent Case Files
| 1954 |to gate | o S
6. Division and Office Function What is the functlon of the Division and the Office in which this record series is created?

The Agents License Division is responsible for processing applications
and issuing new agents' licenses and renewing permanent licenses;
examining agents, conducting pre-hearing conferences; and for preparing
certificates for agents being licensed as non-residents in other states
and accounting for all agents licensing and certificate of authority fees.

T Record Series Do:c_ription This file contalns tha followmg documents (mclude form number.sq and titles if any)
o " Attach samples of the file. - -

Documents relating to: recording agents licensed to sell insurance in Georgla

————

Included are: "Insurance License Application," form GID-103; examination
' papers; related correspondence. Also included is annual
carmputer printout entitled "Inactive Agent" printout showing
all agents who did not renew their license during license

period.
File is arranged: 1980 and older - alphabetl agents name
- N . ‘1981 on - mmerlcally by license nuvber <.
8. Monthly Refersnce Rate  How often are records referred to whichare: - Ty
One to six months old -.; Seven to twelve monthsold ___ _.___; Thirteen to twenty-four months old ——

. twenty-five months and older

b Y

_____: Other {specify) 21 linear feet

9. Annual Rate of Accumulation of Rerords
- Letter-size drawers . - Legal-size drawers . __ - ; Shelves

Y
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e _ - e R i e e e e

[Ves m@ljp._*gg_m_ijﬁain___ll’j_ag an“X"mthepropercolumn) . ', . T uT
1 x . Is this the official copy of the series? . "
S U __lf not.whereigit? . _ . . . S
X b, Does the series contain cortfldentlal mformatlon requiring security handling? If yes, cite law or regulation.
1 X | o iswisavimlreoord? T e e
X | _d. Does this saries have h|stor|cal oor_long term research value value? R e
x | @ When one or two documents in the file make it necessary to keep ths entire file for a long period, coutd these o
.1 documents be scheduled separately? . — N
|| X | f. Isthe information contained in this series aver oublished? . fogskamcmmvt e S
X | 9. Isthe information contained in this series ever analyzod nnd/or recorded in a summarizod raport? '
| 4 1 __Ifves attachcopv. e e e e e ]
X h. Is there a duplication of this saries in your office or in another office or agency?
_If yes. where? _Partially on computer - U |
L1 X 1 i 1sthis series (or @ maiar portion of it) reqularly microfilmed? o R S
—_— X 1 _i._Doesthe record series result in a comouterpriatout? . . oo
11, Retennon Requiraments fl’he following requires the series to be kept :
a, State Law —_— .. Y®arS, d. Audit period e~ . . Y@ATS.
b, Statute of limitation e e o Y@BTS, e. Administrative negd ' : . years.

¢. Federal law v = e, RETS, f. Federal retention instructions . . __ ... __years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

———— e R b e e — e e —— e o

12, Apvroved Disposition Instructions _ Th|s agency recommends that tha f:le senes be cut oﬁ at the end of each:
' " D Calendar Year; O Fiscal vear; (1 Other —__ .. __ e _then,

QO Hold in the current files area —__ _ ..__month(s) — ... _ year(s); then
0O Transfer to local holding area, hold _________ .year(s); then
O Transfer to State Records Center; hold . ____ ___year(s); then
Q Destroy.
O Transfer to State Archives for permanent retention.
X] Other (Specify) Upon receipt of "Inactive Agent" printout, remove inactive
' agent folders from active file and transfer to State Records
Center with "Inactlve Agent" co:rputer pr.Lntout, hold 5 years,
 then destroy.

These instructions apply to all prior and future accumulations of the seriss,

Recommendations in para-
graph 12 are approved. State Auditor/Designes
(If disspproved, attach letter - T
of explanation.) Sacr

Attornev General/Desmnee

AR-8%0-71. Rev. 76



L ’ " STA;TE ) s o .M. ' OFFICE OF SECRETARY OF BTATE PAGE
’ oF App'l jcation for DEPARTMENT OF ARCHIVES & BISTORY 1
sy RECORDS DISPOSITION STANDARD " sucous sassomars siraein -
1. ADD“:‘““" Date T q-_TRUCTIOHSf Scl ccpcra:t ;nltruatianl far :onpl-uon of"‘;;i ;CEE;BA;A!AGEMIIT-:;;'IéIOI us? R . 3
I ?_2_71 ] front and severss of this form. Sign original and two copiss Date Recoived Applicstion No. Date Completed
D ,Asescy Applicatien . land forward to Department of Ar-oihtuu and Hlstory, Attention: DEG 2 1371‘ 377 DEC . 6 197'
3 soords Management Offtodr. R T e )
Aulcy Biviston, Bubdivision & Aaun:-t-r:u oftice Aarens T .?eraon to Contact
Office of Comptreller General, Insurance Dept.
Agents Licensing Division Wm. R. McBroom
132 State Capitol ) . Working Title 6—37;—78 Biantuanhans BN
A , Deputy Ins. Comm, | 21047
1 R T T T ey ey el e e B T T TR SN T T R T R TR T R i T ‘mmj
~T.ACTTON REQUESTED - _
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
‘ RECORD WILL CORTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.
Tn“1“.i'.-'p::;".»'.ﬁa.:*?§w Rt 9 xacT unhs nn,: Rt ron T TR 731;;;%;;46 F;leé’s e w"'x‘-*' T TR T D SR T Ty
Tempora agents expired
1950-Present nsurance Agentsﬁﬁ}iﬁs Agpfgcaizs galled P - }

10 Whet funition pcrforu-a resultad in crestion of this saries

Issuing new agents licenses, renewing permanent 11censes, processing
application for these licenses, creating and maintaing files on over
30,000 agents., Preparing and correcting agent's license plates, exaiming
agents, conducting pre—hearlng conferences and holding formal hearing on
offending agents, preparing certificates for agents being licensed as
non-re31dents in other states.

ﬁ';;ﬁ?:ﬁ‘aﬁﬂtﬂ;;’f;&&.‘-"a,'.:".2‘:’ L rorw Tiele, if any’ T T T T T T e e
These files consist of original Georgla Insurance Department, "Insurance
License Application(s)" (Form GID-103); agent examination papers; Georgia -
Insurance Department, "INsurance License Renewal Application (s)"
(Form GID-101): copies of individual licenses dated prior to 1963, and copies
of letters of certification. The flles also contain miscellaneous
correspondence pertaining to an agent's history in the insurance industry.
waEs T R e R -t e AT A b bl Dol SE IR I A bern s £ TR TP TN
E.* leulrun occurnn _f we. et Dravers | "“ " of Recordn me o . Lc" IRASE ISl
‘ TS ™ R T . ANRUAL RATE OF ACCUMULATION
stter-sine File Drawvers LA N
Lett 1 ile Drawe 1 o o 4 ,‘Sh‘_,,],-'\’es !41”6
| ‘ T e ln_,;”"( ) Xn s&ou:- Aru(l) )
Legal-size T{le Dravers o I Floor Space Occuypisd (Bquare Fest) - S
— 7' . - T l! Annual Accu-ulnlnn P-r; 'M" “;,::iﬂ
. . - R R e - r’*m T Y
{Open shelf files. _ . ..1184 shelves 441.6 - ll anL [r
) N AVERAGE DATLY RRFIRIICIS,;
L TR R L The® are continiouk £i arelrefe?

rore: h-so.ns to about 300-400 times a day
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- "QUEgTIONNKIRE-;*_'":“ "s" ta the proper solusn. It smsver 1s "IFS." plecse explels - T T T ey ES .N?}
13. Is this the Record Copy of} the series? o [Z []
1k. Is there"a.duplica‘bion of tliis seri’esiin another office or agency? : | "['];"—3]
15. Is the informstion contained in this series ever sumsarized or pub]f.ished‘? 1 ™
16. Does the series contain clagsified informa.—tion-rerquirinfg security h;ildling? - E :1[]__ m
17. Does the Beries gocurnﬁnt policies a.nd procedures of agency's opera.tion or f‘unction‘? [] :N
18. Could the function be performed if the files were lost or destroyed? [1 ™
19. Is the series (or major portion of it) regularly microfiimed? If yes, why? [] .m
20. Does the record series p:‘_oyicis data. as” input to an EDP file? : (1 M
21. Does the record*serie‘s corita.in dor\.umenta.tion pr‘o&uceii as EDP printou’c? ST "‘i'“[_]__”?"-'ﬂ
22. Is the ser:ier:r E‘_.i‘fected ‘oy“ Fod a.l or gra.nt mncio?'"""" ‘f‘i C”AEZH‘- ‘ [] m
23. Will th_ore bﬁe*'_a need“for ihesé?éébrds 1oﬁ ’l_Sﬁ_yea:.i"-s %;om z;&;r? "It ye; what? . ) D; []

- S—V}ei;”::'_:s— N a;m‘ = :“;—'-: eI T:'F':':'-::_:_*‘ L "7"'; e "'} L._:."l_-f'f'f; — e

[ 25. AGENCY RECOMHMENDATIONS. This agency recomsends that the file series be “cut off at the end

—

2k, REQUIREMENTS. The following requires the files to be lteptm--l(_ri'_;-"_-‘_-?-_ix _yé'a.fsr":-'—"-':---'i?--- LT

a.[]STATE b.[]STATUTE OF c.[]AUD_IT d.[)FEDERAL e.[FADMINISTRATIVE  f.[ JHISTORICAL
LAW LIMITATION | PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

e — R e

of each -[]CAIFNDAR YEAR -[]FISCAL YEAR -RoTHERBeTresened yearly for agents,then:
B ae longer in the insurance industry

A.[]Destroy immediately after cut off : in Mrﬁi
:B. [ JHold in current files ares_ ‘ month(s)/ 6 yea.r(s) then: .. =-.."7 a=- -

aninet \_'L {]Destroy. e i - i CmoantZo sl Lofzoirol
| 2 2 MTrenafer to” recof&s cen‘ter, hold 7 year(s) then._ T P it
zoioon i (AT L o omolil ﬁDestrcy. SiLo LT R T LD mm
. SRbtete _':."f.fi Senake -:.."n [ 1Transfer historicL ma.terial to Axchives“, evoial 1o
SUUSRSRmE rroainmot o2 b - destrdy” retadunder.~s o o T LT T onrmInLl
3 []Destroy after audit (or ____ year(s) after audit) o

c.[JHold in current files arca indefinitely.
D. []Ho:1|:.<]1 in current files arca__ _yea.r(s), then transfer to Archives permanently.

E.1]Other '

(Indioate briefly rationale for recomnendations above/or write additional remarks):

[ 1
i

B tamiger ' (ATTACH SAMPLES OF THE SERIES) WHEN POSSIBLE)
(34141 Recommczafat T cvead Aor Pivision Date

_ 7= 77 1 %»«/z 6'7/_
Recommendations - []Approved [JDisapproved

2ngy vﬂ

ot A/M/, e _-_;_: 247

in Paragraph 25 Approved [Ibisapprovgd |
i s sLry of ln [] Date :
_oare: ] L}"‘p roved []Disapproved 2 b
oo e o 5‘ . P ) Lovorpor g: Gz r., . Bats ’
2N B S AppMVéd []D'i sapprovM M db'l_-_@-?{_ "
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. DEPARTMENT OF
ARCHIVES anD HISTORY
'ATLANTA, GEDRGIA 30334

Ny g LR, e DimecTon £56-2358
b V; T 3‘4 STATE CapiTOL ¥ ﬁ‘\’_{‘ bR u‘g}‘ ; INFORMATION 6536-2381
\‘J".g.» ) ATLANTA GEDBBIA 30334 oM ' AREA Goot 404
AL o S -
PHONE 555 2881 AnzAcnoc404 .

December 6, 1971

e

'SUBJECT: Records Disposition Standard

4193 . COMPTROLLER GENERAL - ATTENTION: MICKEY ANDERSON, RMO

1. Enclosed (are) (i) approvea Rccoras Disposition Stendards for the follow~
ing files:

State Fire Marshal Correspondence Files, 1963-Date

- Insurance Agents Files, 1950-Present
Liquified Petroleum Gas Co. Case Files, 1960-Date

2. The foilowing actions will be teken to implement the approved standard:

8. Place the disposifion standard on the file folder, tile draver, file
: cebinet or other type of container in accordance with the following
example and enclosed 1abeling procedures:

STATE FIRE MARSHAL CORRESPONDENCE FILES (Insert Date of Files)
Cut off at end of CY; hold in current files area 4 yrs.; then transfer to

Archives permanently.

SEE REVERSE OF PAGE. ‘
b. Trensfer files to the records center, - archives or dispose of thenm

in accordance with the approvgq atandard.
¢. Report surplus files equipment to this office.

3. Questions concerning implementation of the approved standard should be re-
~ ‘ferred to this office (656-2379 or 2380)

‘John F. Dunn

State Records Management Officer
. Archives and Records Building

- Atlenta, Georgia 3033%4

Enclosures: 1. AR-50-71, Form for Disposition Standards
2. Labeling Procedures




INSURANCE AGENTS FILES (Insert Date of Files)

Cut off at end of screened yearly for agents no longer in the insur-
ance industry in Georgia; hold in current files area 3 mths., then
transfer to records center; hold 7 yrs.; then destroy.

LIQUIFIED PETROLEUM GAS CO. CASE FILES (Insert Date of Files)
Cut off at end of CY; hold in current files area 3 yrs., then trans-
fer to records center; hold 7 yrs., then destroy.




